DoD 1401.1-M1

CHAPTER 3
JOB- GRADI NG METHCDS
A OCCUPATI ONAL CATEGORI ES

1. Crafts and Trades. Details of the job-grading systemfor NAF
CT positions (NA, NL, and NS) are contained in subchapter S6 of FPM Suppl enent
532-2 reference (c). Criteria for assigning grade levels to these positions
are provided by the OPM job-grading standards contained in FPM Suppl enent 512-1
(reference (f).) Supplenentary job-grading guides for those NAF CT occupations
not covered by OPM standards are devel oped and published by the DoD NAF Pay
Adm ni stration, Standards, and. Appeals Dvision, Ofice of NAF Personnel Policy.

2. Uni versal Annual. Positions in the UA category are classified
by application of OPM job-grading standards for General Schedul e and suppl e-
ment al DoD NAF j ob-gradi ng gui des.

3. Admi nistrative Support and Patron Services. DoD NAF job-grading
standards provide grade-level criteria for AS and PS positions.

B. M XED JOBS

1. A m xed job involves performance of duties in two or nore
occupations at the same or different grade levels on a regular and recurring
basis. A mxed job shall be graded in keeping with the duties that involve
the highest skill and qualification requirenments of the |ob.

2. |f a job involves regular and recurring duties at the sane
| evel in two or nore occupational areas, the job shall be classified in the
series reflecting the paramount qualification requirenent.

3. Duties perfornmed only in the absence of another enployee due to
annual or sick leave, to neet emergency work | oads, or for training purposes

shal | not be considered as regular and recurring duties when grading m xed
j obs.

C. KEY- RANKING JOBS. These jobs reflect the kinds of AS, PS, and NA
positions commonly found in NAF activities. They serve as peg points for
determning grade |levels within categories of positions.

1 Nonsupervi sory Positions (Crafts and Trades). The key-ranking
jobs for NAF enpl oyees subject to P.L. 92-392 may be found in subchapter S6,
paragraph 3, of FPM Suppl ement 532-2 (reference (c)) with the key-ranking jobs
descri bed in Appendix 1 of the sane publication.
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2. Adnmini strative Support

Key Ranking Job Tit 1le G ade

File derk

Coding derk

Cashi er

C erk- Typi st
CGeneral Cerk

Cashi er

C erk Stenographer
Keypunch Qper at or
Personnel Cderk
Accounting Cerk
Cashi er

Phot o Lab Technici an
C erk Stenographer
Procurement Cerk
Data Control derk
Payrol|l Cerk
Secretary

Pur chasi ng Agent
Secretary
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3. Patron Services

Key- Ranking Job Title G ade

Personal Services Cerk
Sales Cerk

Usher

Cashi er - Checker

Personal Services Cerk
Recreation Aid

Ti cket Sel |l er

Child Care Attendant
Sales Cerk

Desk C erk

Security Quard

Cust omer Services Oerk
Sales Cerk

Vi sual Merchandi ser
Mobil e Sales Cerk

Cust omer Services Oerk
Vi sual Merchandi ser

4, AS and PS job-grading standards and guides covering the key
ranking jobs |isted above are contained in Chapter 4 of this manual.

D. SALES VOLUVE | NFLATI ON AND DEFLATI ON FACTORS

1. DoD NAF policy prescribes the use of an inflation factor when
eval uating positions whose grades are based solely or in part on the dollar
volune of the activity or activities for which they are responsible. The
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inflation factor concept provides a nethod for reducing volune figures (or

| ncreasi ng volume standard sales brackets) in proportion to increases in the
Consuner Price Index (CPI) to offset the effects of inflation, that is, grade
| ncreases due solely to price increases. Since its inception in 1973, the
basis for the inflation factor has been the annual average of the “all itens”
CPI. The factor is reconputed annually.

2. At present, the CPl (all itens) reflects abnormal variations in
the costs of commodities and services that |essens the validity of a single
index figure. In addition, efforts to mnimze the effects of inflation on

the service nmenber has resulted in holding the line on prices in sonme cases

and increasing prices at considerably less than the private industry rate in
ot hers.

3. In sone service or coomodity areas, it is possible to neasure
the increase for the year by the prices charged the custoner; or there are
avai | abl e neasures of the financial inflation factor nore directly applicable
to that specific service or conmodity in review ng the grade of the position.
When these eval uation factors are available and provide a better standard for
measuring inflation, DoD Conponents may use themin place of the CPI. Wen
used, the criteria and actual adjustment factors shall be docunented with the

basis and rationale for use and forwarded through designated channels to the
office of DoD NAF Personnel Policy.

E. USE OF OPM PGSI TI ON CLASSI FI CATI ON_ AND JOB- GRADI NG STANDARDS

1. Application of OPM position classification and job-grading
standards is appropriate in classifying DoD NAF UA and CT positions. \Wen new
or revised OPM standards are rel eased, ‘each activity shall review affected
positions and take any action indicated by such review

2. Position descriptions requiring cross reference to published
Factor Eval uation System (FES) position classification standards for series
and grade determnation shall contain necessary information to relate to the
FES factors used. |f the existing position description |acks necessary infor-
mation, the description shall be amended to provi de coverage.

3. New or revised OPM standards for grade |levels at GS-5 and bel ow
shal | be reviewed agai nst existing DoD NAF AS and PS classification standards
by the DoD Pay Admi nistration, Standards, and Appeals D vision, Ofice of NAF
Personnel Policy, and any adjustnents or changes to NAF standards w || be
promul gated DoD-w de by that office.

4, Simlar review and action will be appropriate on new or revised
OPM j ob-gradi ng standards for crafts, trades, and |aboring occupations (CT).
Newl y devel oped OPM j ob-gradi ng standards shall supersede DoD NAF CT job-grading
gui des, wherever applicable, and revised OPMjob-grading standards shall be
app L ied to existing jobs within 6 nmonths after receipt to determne if any
changes are warrant ed.

F. JOBS FOR WHI CH NO DI RECTLY APPLI CABLE STANDARD EXI STS

When no directly applicable job-grading standard exists, a
position may be graded by the application of related standards. However,
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positions classifiable at AS or PS 1-7 levels nust be graded by reference to
DoD NAF standards only. \Wen a related standard is used, a copy of

the position description and rationale for the classification action shall be
forwarded by the local classification office, through command channels, to the
of fice of DoD NAF Personnel Policy for review. On subsequent occasions, when
DoD NAF and/or OPM standards are used in the sane conbination by that DoD
Component, such a subm ssion is not required.

G SUMVARY OF NONAPPROPRI ATED FUND JOB- GRADI NG CONCEPTS AND WAGE-
SETTI NG PROCEDURES

1. Job-Gading

OCCUPATI ON NAF CATEGORY

Pr of essi onal UA UA grades 5-18 for two-grade

Manager i al interval series. Direct appli-

Executive cation of OPM position

Techni cal classification standards
suppl enented by DoD gui des.

Clerical AS DoD j ob-gradi ng standards for
seven AS grade levels. OPM
position classification
standards for one-grade interval
series applied for jobs eval-
uated at grade UA-6 or above and
placed in the UA category.

Tr ades CT Direct application of OPM

Crafts j ob-gradi ng standards, supple-

Labori ng mented by DoD job-grading guides.

Retail Sales Ps DoD | ob-gradi ng standards for

Patron Services seven PS grade levels. OPM
standards for one-grade interval
series applied at grade UA-6 and
above, and jobs placed in the
UA cat egory.

Ti pped CT Direct application of OPM

and job-grading standards for base

Conmi ssi on | evel of job supplenented by

Enpl oyees DoD j ob-gradi ng gui des.

2. Wage- Setting

OCCUPATI ON APPROPRI ATED FUND  CONUS NONAPPROPRI ATED FUNDS
Pr of essi onal CGeneral Schedul e UA schedul e nationw de rates
Manageri al nationw de rates based on General Schedul e
Executive set by the Presi-

Techni cal dent with congres-

sional authority
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Cerica

Trades
Crafts
Laboring

Retail Sal es
Patron Services

Ti pped
and “
Conmi ssi on
Enpl oyees

t o overrulet he
President in the
case of an alter-

nate pl an
General Schedul e Local wage survey of private
nationw de rates retail, wholesale, recreation,

service, finance, and insurance
est abl i shnent s.

Local wage survey Local wage survey of private
of private manufac- retail, whol esale, recreation,
turing, transporta- and service establishnents.
tion, public util-

ity, and whol esal e

trade industries

General Schedul e Local wage survey of private

nationw de rates retail, wholesale, recreation,
service, finance, and insurance
est abl i shnent s

None Tip offset or conm ssion pre-
determned locally in confor-
mance W th Fair Labor Standards
Act, OPM and DoD polici es.
Base rate fromlocal wage
schedul e used for annual and
sick | eave purposes (Tipped
and conm ssion enpl oyee
policy is in a “set aside”
status pending review by the
Federal Prevailing Rate Advi-
sory Commttee.)
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